


















































































































































































































































































































































































































16. FULL-TIME EQUIVALENTS OF PART-TIME EMPLOYEES. (line 24 and 29) To compute 
11 full-time equivalents .. (FTE) of part-time employees, take the number of hours 
worked per week by a part-time employee and divide it by 40. The following 
examples illustrate the method of determining full-time equivalents (FTE•s), 
shown to one decimal place: 

a. A part-time employee who works 20 hours per week in a library having a 
40 hour work week is computed as follows: 20 divided by 40 equals .5 FTE. 

b. A part-time employee who works 20 hours a week in a library open less than 
40 hours is computed exactly as above (a) 

c. An employee who works in a library on a full-time basis during only one
half of the fiscal year would be counted as ONE PART-TIME EMPLOYEE on Lines 
23, 28 and .5 FTE on Lines 24, 29 and 26, 31. 

17. Do NOT include student and adult volunteers -that is, persons who work in the 
library, but who receive no pay for such work. 

18. TOTAL HOURS WORKED WEEKLY (lines 25, 30) Please report here total man/woman 
hours worked by paid employees reported in lines 22, 23, and 27, 28. Example: 

2 full time@ 40 hr. = 80 
3 part-time 2 @ 20 hr. = 40 

1 @ 10 hr. = 10 
11IT Person Hours on lines 25, 30. 

19. LIBRARIAN, AUDIO-VISUAL, MEDIA SPECIALISTS ETC. (lines 22 - 26) A staff 
member doing work that requires professional skill and/or training in the 
theoretical and/or scientific aspect of library, audio-visual, media work 
as distinct from its mechanical or clerical aspect. Those entered on lines 
22 - 26 CAN NOT appear again on Chart (lines 27 - 31) including technical 
and other-5tarf. 

20. TOTAL, MASTER/PH.D DEGREE. Column (e) is the total number of librarians, media 
specialists, audio-visual specialists, etc., holding one or more graduate 
level degrees (above the bachelors level) earned in any field, and is NOT the 
total number of all professional employees. A person holding two or more 
graduate degrees is counted only once. Please note also that entrees on 
lines 22- 26 are to be by highest earned degree only. Graduate degree refers 
to Master•s Degree and beyond. 

21. TOTAL, MASTER & DOCTORATE DEGREES. Column (e) should be greater than or equal 
to Column (d) 11 Master/Ph. D. degree earned in librarianship, information science, 
instructional technology, and/or educational media ... 

22. NUMBER OF TECHNICAL, CLERICAL, AND OTHER STAFF (col. f) includes all technical 
and professional staff (as well as clerical and other staff) other than 
librarians, medial specialists, audio visual specialists, etc., and other than 
plant operation and maintenance staff. (col. g) Include business managers, 
computer specialists, administrative assistants, and other administrative and 
professional personnel who are not librarians in col. f. Remember those 
entered on lines 22- 26 cannot appear in Chart (lines 27 - 31). 

23. PLANT OPERATION AND MAINTENANCE STAFF. Column (g) includes building guards. 
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PART III - LIBRARY RECEIPTS BY SOURCE (Lines 32 - 39 Attached survey form) 

24. BALANCE CARRIED FORWARD. (line 32) Please report, as in standard accounting
audit procedure and according to Code of Iowa, Chapter 384 Division II. 

25. CAPITAL FUND (TRUST/PROJECT) Please be certain to note this division of 
Library Receipts. A Capital Fund consists of income put aside for a specific 
project(s) to be used at a time not necessarily occurring in the reporting 
year (may be called Building Fund, Agency Account, etc.). Any account must be 
created in accordance with Iowa Law. Be certain to include all existing funds 
in this account(s) that are carried forward on line 32, column B. 

26. MUNICIPAL, COUNTY. (lines 33, 34) Report all revenue and nonrevenue receipts 
produced within the community, town, county of the public library, and available 
for expenditure by the public library in the amount produced. Please include 
estimates of funds paid by city, town, or county for library, but not from 
library funds. Example: 1) If the village board of trustees gives the library 
a rent free building find out the dollars spent by village in maintenance, 
services, debt repayment, etc. and add to proper line Part III. 2) If 
City Council/Board of Supervisors pays for utilities used by library -find 
out from those authorities the total amount paid and add to income from that 
source. 

27. FEDERAL REVENUE SHARING. (line 35) All revenue from the Federal Government, 
under the Federal Revenue Sharing Programs, and distributed to public libraries 
for expenditures by the public libraries, even though the Revenue Sharing is 
delivered through local or county boards. 

28. OTHER FEDERAL. (line 36) All revenue from the Federal Government except 
revenue received under the Federal Revenue Sharing Programs, and distributed 
to public libraries for expenditure by the public libraries, including such 
Federal grants distributed by the State or Region. 

29. GIFTS AND DONATIONS OF DOLLARS. (line 37) Report all gifts and donations of 
money from all sauces. Do NOT included the value of gifts and donations of 
books and other library materials and equipment. 

30. OTHER RECEIPTS. (line 38) Report all receipts other than those given in 
Lines 32 through 37. This amount is the difference between the sum of 
receipts reported in Lines 32 through 37 and the total receipts, reported 
in Line 39. Do NOT include the value of any contributed services and the 
value of "in-kind" gifts and donations. Include contracts here. 

31. ENDOWMENTS given to the library during the fiscal year, in the form of 
stocks, bonds, money, etc. should be entered on line 37. 
INTEREST earned on endowments should be entered on line 38 (Other Receipts). 

Please be certain to appropriately enter all sums in this section either as 
Operating or Capital and Funds from all sources. 
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44. PLANT OPERATION AND MAINTENANCE. (Line 50). OPERATION OF PLANT consists 
of the housekeeping activities concerned with keeping the physical plant 
open and ready for use. It includes cleantng, disinfecting, heating, light-
ing, communications, power, moving furniture, handling stores, caring for 
grounds, and other such housekeeping activities as are repeated somewhat 
regularly on a daily, weekly, monthly, or seasonal basis. Rent, if applicable, 
should be included here. It does NOT include the repairs and replacement of 
facilities and equipment. MAINTENANCE OF PLANT consists of those activities 
that are concerned with keeping the grounds buildings, and equipment at their 
original condition of completeness or efficiency, either through repairs or by 
replacements of property. It does NOT include the replacement of a total 
building. All fiscal year expenditures for the operation and maintenance of 
plant should be reported here. Include the salaries and wages of plant operation 
and maintenance staff, as well as the expenditures for contractual services 
for plant operation and maintenance. 

45. ALL OTHER EXPENDITURES. (Line 51). The amount reported here should be the 
difference between the amount of total expenditures (Line 52) and the sum 
of all itemized expenditures (sum of Lines 40- 50). 

46. TOTAL EXPENDITURES. (Line 52). This amount should be the sum of lines 40 -51. 

PART V - LIBRARY COLLECTION (Lines 53 - 73 Attached survey form) 

47. ADDED DURING FISCAL YEAR. Report the gross number added. Do NOT substract 
the number withdrawn. Withdrawn books will be reflected in 2nd column. 
(Held at end of Fiscal Year) 

48. BOOK STOCK. (Lines 53- 60). Report the library•s cataloged collection(s) 
of books. If a government document or a yearbook has been cataloged as a 
book and shelved with books, it is to be reported as book stock. Collections 
of government documents, pamphlets, paperback books, technical reports, 
manuscripts, memoirs, proceedings, transactions of societies, monographic 
and publishers• series, etc., that are NOT cataloged in the same manner as 
books should NOT be reported as book stock. Paperbacks should be reported 
on Line 61. Book stock may be cataloged by the Library of Congress, Dewey 
Decimal, or any other classification scheme adopted by the library. 

NOTE It is important that you answer all the lines in the Book Stock section. 
~Circulation-Acquisition sheets provided by the State Library have enabled 
the recording of juvenile fiction, non-fiction, adult fiction and non-fiction 
separately. If you are in doubt about statistics for the Added during Fiscal 
Year column, please consult your sheets. If you do not have Held at End of 
Year statistics please try to estimate and put() around those figures. 

49. TITLES. For reporting purposes, a title is a publication which forms a separate 
bibliographic whole, whether issued in one or several volumes, reels, 
discs, slides, or parts. It applies equally to printed materials, such 
as books and periodicals, as well as to audiovisual materials and microforms. 
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Report the number of items for which a separate shelflist card has been made. 
(SHELFLIST: A record of materials in a library, arranged in the order in which 
the materials stand when they are shelved or stored.) Thus, six copies of the 
same edition of a title count as one title; two editions of the same title 
which have been cataloged or recorded separately count as two titles; a set of 
six items for which six shelflist cards have been made counts as six titles; 
and two sets of the same edition for which one shelflist card has been made 
count as one title. 

METHOD FOR ESTIMATING THE NUMBER OF TITLES IN THE COLLECTION: A library which 
does not maintain a title count of its various collections, and that cannot 
easily count the number of separate shelflist cards, should use the following 
statistically sound method for estimating this count. 

1. Count the number of titles in one inch of the shelflist cards in the 
shelflist; 

2. Repeat step one at random intervals (e.g., count one inch in every foot) 
throughout the shelflist; 

3. Average the number of titles per inch; 

4. Multiply the average titles per inch by the number of inches of cards 
in the shelflist. 

50. VOLUMES. (Line 60). For reporting purposes, a volume is a cataloged physical 
unit of any printed, typewritten, handwritten, mimeopgraphed, or processed work, 
contained in one binding or portfolio, hardbound or paperbound, which has been 
cataloged, classified, and made ready for use. Number of volumes on li~e 60 
represent titles given on line 59. 

51. PERIODICALS. (Lines 62 - 64). A periodical is a publication constituting 
one issue in a continuous series under the same title published at regular 
or irregular intervals, over an indefinite period, individual issues in the 
series being numbered consecutively or each issue being dated. Newspapers 
as well as publications appearing annually or less frequently are included 
in the definition. 

52. CURRENT PERIODICAL SUBSCRIPTIONS. (Line 64). Report number of titles 
subscribed to during fiscal year, and not number of individual issues 
(exclude duplicate subscriptions). ---

53. PAMPHLET - (Line 65) Definition: a complete unbound non-periodical publication 
of usually not fewer than 5 nor more than 48 pages, exclusive of covers. A 
pamphlet is usually bound with a cover of the same weight as or slightly 
heavier paper than that of its content pages. 

54. MICROFORMS. (Lines 66- 68). Microforms are materials that have been 
photographically reduced in size for storage, protection, and inexpensive 
publication purposes, and which must be read with the help of enlarging 
instruments. Examples of microforms are: microfilm, microcard, and microfiche. 
These are also called microcopy and microtext. 
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55. AUDIOVISUAL MATERIALS. (Lines 69- 72). These are nonbook library materials 
which require the use of special equipment ~n order to be seen and/or 
heard (exclude microforms; include super 8mm/8mm/16mm/ films, videoreels/cassettes/ 
discs, records, audio tapes/reels/cassettes/cartridge, filmstrips, slide sets, 
multi-media kits, transparency sets) 

56. ALL OTHER LIBRARY MATERIALS. (Line 73). These are nonbook library materials 
which do not require the use of special equipment in order to be seen and/or 
hear (include art prints, sculpture, flat pictures, study print sets, 
maps, charts, games, etc). 

PART VI -LIBRARY LOAN TRANSACTIONS (Lines 74- 88 Attached survey form). 

57. NOTE: This part should be done by using your monthly tally sheets for FY80-81. 

58. INTERLIBRARY LOANS. (Lines 86- 87). These are materials sent in answer to 
specific title and author requests made between libraries. Subject requests 
should be included in Part VII where reference requests are reported. 

59. BULK LOANS. (Line 88). List only the total number of bulk loans/rotating 
collections received. DO NOT include the total number of cataloged items 
in each bulk loan recieved. The number entered on this line should reflect 
the number of times a bulk loan/rotating collection is received each year. 
DO NOT include any bulk loans which are created in your library and sent out. 

PART VII -REFERENCE REQUESTS. (Lines 89- 92 Attached survey form). 

60. REFERENCE REQUEST. These are requests for either a distinct piece of 
information or guidance in the research of a more general topic. Reference 
request is considered synonomous with information request. 

PART VIII -LIBRARY PHYSICAL FACILITIES (Lines 93- 100 Attached survey form). 

61. Please note that lines 93-100 should include combined data for all branches. 

PART IX - MISC. (lines 101,102) 

Please fill in as much information as possible in this section. 

fi2. CONTRACTS. (line 101) If you need additional space, please use back of page. 

63. Line 102 - It is very important that this information be accumulated if there 
are ever to be answers to such questions as: Are you supported equitably for your 
services to various populations? Are your payments for services related to actual 
service given? Can you calculate a unit cost for your circulation service? The 
headings for data in this question can suggest to you a way to approach a tally 
system for your library. 
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~ PART IV - LIBRARY EXPENDITURES FROM ALL SOURCES (Lines 40 - 52 Attached survey form) 

33. NOTE: To insure accurate reporting, have your business officer provide the 
entries made in Lines 40 through 52. Report only such funds expended or encumbered 
during fiscal year, regardless of when the funds may have been received from federal, 
state, local, or other sources. Report all expenditures as whole dollars only 
omit cents. 

Since it is becoming increasingly important to find out the nature of the funds 
spent during a fiscal year, please be accurate in denoting whether money spent 
came from Operating Funds (col. A) or Capital Funds (col. B). 

34. SALARIES AND WAGES (line 40). This amount should reflect the actual salaries 
and wages for all library staff except plant operation and maintenance staff, as 
reported in Part II (col g) (This amount should be added into line 50). 
Include salaries and wages before deductions, but exclude ••fringe benefits". 
(Should be added in line 51). 

35. BOOKS. (Line 41). This amount should be the expenditures for the books purchased 
during the fiscal year, as reported in Part V. It should exclude expenditures 
for periodical subscriptions and microforms. It should include preprocessing 
costs, where applicable. 

36. PERIODICALS (line 42). This amount should be the expenditures for the unbound 
current periodical subscriptions purchased during the fiscal year, as reported 
in Part V. It should exclude expenditures for books, microforms, and binding 
of periodicals. 

37. MICROFORMS. (Line 43). This amount should be the expenditures for all micro
forms purchased during the fiscal year, as reported · in Part V. 

38. AUDIO-VISUAL SUPPLIES AND MATERIALS. (Line 44). This amount should be the 
expenditures for all of the audio-visual supplies and materials purchased during 
the fisc al year, as reported in Part V (lines 69-72). It should exclude 
expenditures for microforms. 

39. OTHER LIBRARY SUPPLIES AND MATERIALS. (Line 45). This amount should be the 
expenditures for supplies and materials other than books, periodicals, micro
forms and audio-visual supplies and materials, purchased during the fiscal 
year, as reported in Part V. (line 73) Include art prints. 

40. BINDING AND REBINDING. (Line 46). Report only expenditures paid to commercial 
binderies for all binding and rebinding of books and periodicals during the 
fiscal year. DO NOT allocate wages, materials, etc., for binding. 

41.· AUDIO-VISUAL EQUIPMENT. (Line 47). This amount should be the expenditures for 
all audio-visual equipment purchased during the fiscal year. 

42. OTHER LIBRARY EQUIPMENT. (Line 48). This amount should be the expenditures 
for all other library equipment purchased during the fiscal year. 

43. CAPITAL OUTLAY. (Line 49). Report all expenditures during the fiscal year 
which resulted in the acquisition of fixed assets or addition s to fixed 
assets, except for the purchase of library equipment (reported in lines 47 
and 48). Include expenditures for sites, buildings, additions to buildings, 
remodeling-or-DUlldings, initial bookstock rand equipment for new and/or 
expanded buildings, new vehicles, etc. Be certain to designate the source 
of the funds for these expenditures. 
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I STATE LIERARY COMMISSION OF IOWA 

Board of Commissioners: 
Julia Falk···:················································••••••••••••••••••••Shenandoah 712-246-2504 

tenn exp1 res June 30, 1984 

Martin D. Phelan......................... Davenport 319-355-1522 
tenn expi t·es June 30, 1985 · · · • · · · · • · • • •• • • • • • • • • · • •• • • • · • • • • • • • · • • • • 

Dr. Ralph Dornrr ••••••.••.••.••.•••.•••••••••••••••••••••••••••••••••••••••••••••• Oes Moines 515-282-8193 
tenn expires June 30, 1983 

Nonnan McMul 1 in •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• Dubuque 319-588-5611 
tenn expires June 30, 1986 

William o•Brien ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• Des Moines 515-281-5241 
Supreme Court Administrator-permanently on Commission 

State Library Staff 

ADMINISTRATION 

Beverly Beck, Confidential Secretary •••• 281-4105 
Business Office: 
Dorothy McCoy, Bookkeeper ••••••••••••••• 281-5389 
Word Processir~: 
Doris Collette, Word Processor •••••••••• 281-6788 
Geri r~orris, ~'ord Processor ••••••••••••• 281-6788 

OFFICE OF LIERAR Y OPERATIONS: 

Jack W. Hurkett, Asst. State Librarian •• 281-4116 
Carol Emerson, Publications Editor •••••• 281-4350 
Infonnat ion Services: 
Willona Goers, Director ••••••••••••••••• 281-4104 
Teresa Stangl, Reference/Documents •••••• 281-3384 
Gloria Kratz, Periodical Bank ••••••••••• 281-6789 
Linda Maurer, Reference ••••••••••••••••• 281-4102 
Marlena Burg, Interlibrary Loan ••••••••• 281-4111 
Wayne Peters or', Library A ide •••••••••••• 281-4350 
Technical Services: 
Frederick Chenery, Director ••••••••••••• 281-4329 
Lois Gil bert, Data Entry Operator ••••••• 281-4329 
Custodial Workers 
GOrdon Avritt ••••••••••••••••••••••••••• 281-4406 
Helen White ••••••••••••••••••••••••••••• 281-4406 

OFFICE OF LIERARY DEVELOPMENT: 

Jane Gray, Director ••••••••••••••••••••• 281-4400 
Joan Brauer, StatisticsJResearch •••••••• 281-4328 
Vacant, Special Services •••••••••••••••• 281-4358 

OFFICE OF NETWORKING SERVICES: 

David Evans, Director ••••••••••••••••••• 281-6906 
Donna Broherd, Teletype Operator ••••••••• 2814406 

OFFICE OF A-V SERVICES: 

Eileen Devine, Director ••••••••••••••••• 281-3063 
Rinda Kramme, Film Library/Bookings ••••• 281-4316 
Lorraine Scovel, Record Library ••••••••• 281-4327 
Mark Cameron, Film Inspector •••••••••••• 281-4315 
Dorothy Lipscomb, Film Inspector •••••••• 281-4315 
Jackie Kokke, Media Outreach •••••••••••• 281-4315 

DOCUMENTS DEPOSITORY CENTER: 

Shirley Johnson, Documents Librarian •••• 281-6718 
Elaine Bridges, Documents Clerk ••••••••• 281-6718 
Betty Trowbridge, Documents Clerk ••••••• 281-6718 




